
 

CALIFORNIA STATE TREASURER’S OFFICE 
JOB OPPORTUNITY 

 
 
CLASS:           Supervising Program Technician III 
TENURE: Permanent  
TIME BASE: Full-Time 
SALARY:        $3138 - $3817              
                         

 

  
 
DUTIES: 
 
Under the general direction of the Treasury Program Manager II, Item Processing Section, the incumbent 
exercises full supervisory responsibilities over a staff of approximately 10 Program Technicians ranging 
from the Program Technician to the Program Technician III level, 2 Key Data Operators and 8 to 10 
Student Assistants performing operational functions including processing in excess of 100 million 
warrants totaling in excess of $1 trillion per year, processing stop payments and forgery claims and doing 
image research for agencies from Item Processing’s image data base. 
 
Description of Essential Functions: 
 
• Plans, organizes, directs and reviews for timeliness and accuracy of technical and financial tasks 

associated with the daily operations of Item Processing including key data operations, data 
preparation, encoding, online reconciliation, research of exception items, adjustment of warrants paid 
incorrectly, and collection of funds for forged items. 

 
• Develops work schedules, procedures and delegates work assignments to subordinates. 

 
• Interviews, hires and trains staff. 

 
• Evaluates staff performance. 

 
• Prepares and reviews probation reports, disciplinary reports and performance appraisals.  Provides 

guidance on career opportunities and coordinates personnel actions with the Personnel Office. 
 

• Resolves system/mechanical problems that may arise that impact daily operations. 
 

• Advise the Treasury Program Manager II on any problems or action that may require his attention. 
 

• In the absence of managerial staff, acts as manger for the Item Processing Section. 
 

• On a needed basis, assists in completing daily work including data preparation, reconciliation, and 
running sorters. 

 
 
 

 
DESIRABLE QUALIFICATIONS: 
 
• Ability to oversee the work of others and assist them to become increasingly productive. 
• Good work habits, attendance and attitude. 
• Excellent attention to detail, ability to adapt to changing processes and flexibility to programmatic 

changes. 
 
CONDITIONS OF EMPLOYMENT: 

 
Fingerprinting and Background Check are required.  



 
WHO SHOULD APPLY: 
 
Individuals who possess the qualifications listed above and are interested in a lateral transfer or have 
employment list eligibility as a Supervising Program Technician III. 
 
This position is subject to SROA clearance policies.  Surplus employees who meet the requirements are 
encouraged to apply. Employees in the State Treasurers Authorities and Commissions are encouraged to 
apply if interested in the position.   
 
Please state the source of your eligibility (i.e. list eligibility and score, SROA, surplus employee, 
reinstatement, etc.).  If you do NOT indicate the source of your eligibility, you may not be 
considered for an interview.  Also, write the number “820-330-9926-001” next to the classification 
on your application/resume, i.e. Supervising Program Technician III   (820-330-9926-001). 
     
 
 
FINAL FILING DATE: 
 
Applications will be accepted until September 15, 2005. 
 
SUBMIT APPLICATIONS TO: 
 
Cecilia Sanchez 
Personnel Office 
State Treasurer's Office 
915 Capitol Mall, Room 538 
Sacramento, CA 95814 
 

IF YOU HAVE QUESTIONS, PLEASE CALL: 
  PUBLIC  (916) 653-3100 

 CALNET  (916) 453-3100 
 
 
 
 
 
 
 
 
 
An affirmative action employer - equal opportunity to all regardless of race, color, creed, national origin, ancestry, sex, marital status, disability religious or political 
affiliation, age or sexual orientation.  The State Treasurer’s Office complies with the Americans with Disabilities Act (ADA).  If you need additional information or 
assistance, please contact the State Treasurer’s Office at (916) 653-4076 or TDD (916) 654-9922. 
CASH:dls  08/31/05 


